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Encl : (1) Position  Managenent  Requirenents

1. Purpose. To reinforce and define the principles, policies, and
guidelines for the devel opnent, coor di nati on, I npl ement at i on, and
admnistration of the MXDC Position Mnagenent Program

2. Cancel | ati on. MBO 5310. 2.

3. Background. The references provide policy and guidance to
establish a conprehensive position nanagement program and direct
Commanding Generals to develop wuniform guidance to apply basic
position management principles. The program covers all civilian
positions paid from appropriated funds and mlitary positions in
integrated civilian-mlitary  organizational units within the
Command.

4. Definitions

a. Position Minagement. The ongoing nanagenent action of
structuring civilian and mlitary billets wthin line and staff

organi zations in a nmanner that optimzes econony, productivity, and
organi zational effectiveness.

b. Position. Al appropriated fund civilian positions (graded
and ungraded) and those mlitary billets where the functions or
responsi bilities materially af f ect civilian posi tions.

c. Letter of Alowance. A OMC docunent issued along wth the
budget cycle which provides comands wth an estimate of civilian
personnel requirenents. It allocates civilian resources in ternms of
Full-Tine Equivelants (FTE) and End-Strength. Each FTE is futher
distributed throughout the Command by designated Program H ement
Numbers.
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5. Policy

a. Per DobD, DON and OMC guidelines, it is the policy of the GG
MXCDC to maintain and manage an optinmum position structure throughout
the Conmand in order to achieve a proper balance between efficiency
and econony and to exceed the mninum requirements for position
managenent as established in the references.

b. Position managenent actions wll be conpatible wth other
Marine Corps policies controlling prograns such as position
classification, affirmative action, merit staffing, enployee
devel opnent/ notivation/retention, and fiscal/mnpower resource
utilization.

6. CObjectives. The objectives of the MXDC Position Managenent
Program are as follows:

a. Establish a billet and position structure which wll best
serve mssions and functions by providing optinum balance, retention
and notivation of conpetent personnel .

h. Avoid position or billet actions which wll unnecessarily
increase payroll costs for a given mssion or which wll increase the
relative proportion of managerial and supervisory positions to total
subordi nate personnel assigned.

c. Elimnate, wupon vacancy, those positions or billets when the
duties can be redistributed, elimnated, or reduced in cost without
seriously affecting the acconplishment of essential functions.

d. Ensure that the duties and responsibilities of positions and
billets are clearly delineated and do not conflict wth or duplicate
the duties of other positions or billets.

e. Ensure that high grade positions (GS-14/15) authorized are
required and are wutilized in the nmost effective and efficient nanner
to acconplish assigned functions.

f. Prevent or elinmnate such comon organizational faults as
unnecessary fragnentation of functions, excessive wuse of assistants
and deputies, grade escal ation, continued use of outnoded work
met hods, and inefficient distribution of manpower.

7. Action

a. CGs, Commanders, Division Directors, Special Staff Oficers,
and COs
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(1) Develop and maintain sound position managenent systens
which neet the basic criteria specified in the enclosure.

(2) Ensure that subordinate |line mnanagers, supervisors and
staff specialists are aware of and «carry out assigned responsibilities
for position managenent.

(3) Ensure subordinate nanagers and supervisors certify the
accuracy of civilian position descriptions and conply with position
managenent criteria as part of the annual performance appraisal review
cycle for subordinate positions.

(4 Submt T/O changes and organizational realignnents via the
OG MXXDC (B 01) for review and approval. T/O changes submtted by
Training and Education Command not effecting civilian positions may be
submtted directly to Total Force Structure.

(5 Ensure that civilian managers and supervisors have
performance standards that reflect their position nanagenent
responsibilities.

(6) Apply the criteria contained in the references when
pl anning reorgani zations, changes in individual position structures or
rel ationships, changes in staffing, or the assunption of new
responsi bilities.

(7) Conduct an annual internal review of each authorized
position/billet and determne whether duties nay be reassigned or the
position/billet abolished wthout seriously affecting the execution of
essential functions.

(8 Drect appropriate action when evaluation indicates a need
for inprovenent in position/billet structure and where alternative
sources have not been resolved by subordinate action.

(9) Provide to the Position Management Oficer, in witing,

full justification for all requests to establish, upgrade/ downgrade,
fill vacanci es, reassign, or change the organization and/or duties in
exi sting positions. In addition, all requests for personnel actions
will be submtted per appendix A and acconpanied by a conplete

position nmanagenent checklist (appendix D).

(10) Ensure the wuse of tenporary hires is predicated on either
unexpected  work  requirenments, authorized absence of  pernanent
personnel for short term durations, or an unprogrammed new msSsion
requirement that cannot be acconplished by current personnel assets.
If the proposed duties are such that they wll be regular or
recurring, the wuse of tenporary hires wll not be authorized.
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b. AC/S G-1. The GG MXDC delegates full authority for the

conduct of the Position Management Program to the ACJS GI (B 01). As
the Position Mnagenent Cficer, the AJS Gl wll:

(1) Act as the Position Mnagement COficer for the Command.

(2) Assume responsibility for the devel opnent, coordination,
and admnistration of the position nanagenent program including the
establishnent of necessary managenent controls,  standards, and
procedures designed to assist nanagers.

(3) Ensure that work organization and staffing arrangenents
form a sound and economcal organization for the nost efficient
acconpl i shrrent of assigned mssions. Recoomend corrective action when
the evaluated results of position nmanagenent reviews indicate a need
for inprovement in position or staffing structure. Position Manage-
ment/\Wge and (Jdassification Reviews on civilian positions wll be
coordinated and scheduled on a periodic basis. Al positions wll
undergo this review at least once during a five-year period.

(4) Review mlitary personnel allocations wth exception of

TECOM.

(5) Periodically (at least quarterly) analyze individual
organi zational strengths. If adverse trends in «civilian end-strength,
funding, or classification actions appear, initiate corrective action

through coordination wth Conmanders, Drectors, Speci al Staff
Cficers, and cCoOs.

(6) Participate in comrercial activity or efficiency review
efforts that would have an inpact on assigned mlitary and civilian
billets.

(7) Serve as a voting nenber of the QGvilian Mnpower Resource
Review Board (OWVRRB). Together with the Manpower Wilization Cficer
and Manpower  Managerment Specialist form the position managenent team
that provides the admnistrative support to the CVRRB.

(8) Review, approve locally, and recommend to higher head-
quarters proposed T/ O changes, organizational realignments and
position changes.

c. Manpower Wilization Oficer. As staff assistant to the ACS
Gl, the Deputy, AUS GI is delegated full position managenent
program responsibility for day-to-day position managenent program
requirenents to include:

(1) Develop, admnister, and conduct training in the concepts
and techniques of position nmanagenent for mlitary and civilian
managers and  supervisors.
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(2) Assist and provide guidance to nanagenent in planning and
inplenentation of internal reorgani zations or establishing new
structural organizational conmponents.

(3) Miintain and review T/Os to ensure that mlitary and
civilian grades, titles, MOSs and series codes are correct.

(4) Receive, maintain, and nonitor assigned strengths against
authorization and funding capability to ensure authorized manning
levels are mintained subject to the inplenention of alternative
levels of hiring |apse.

(5) Consider any requests for internal adjustment to the
Letter of Al owance.

(6) Review and approve all proposed new positions;
upgr adi ng/ downgr adi ng  requests; SF52, Request for Personnel Action,
to fill vacancies; and changes in the duties or organizational
relationships of existing positions prior to classification.

(7) Approve, disapprove, or nodify proposed changes in duties
and responsibilities that wll cause a change in the current
classification or grade of established positions as determned by the
Himan  Resources & QOganizational Managerent (HRQV).

(8 Mintain and control civilian grade escalation, position
managenent reviews of all authorized positions, and the review of
high-level Dbillets (GS-14/15).

(9) Ensure that appropriate docunentation against position
managenent standards is applicable and retained in the record for
existing and proposed GS-14 positions and above.

(10) Coordinate, in conjunction wth staff specialists, the
conduct of position managenent/classification surveys and reviews.

(11) Ensure that actions identified on and by position
managenent/classification reviews are inplenented and conform to sound
principles of position nanagenent.

(12) Ensure that results of position nanagement/classifi-
cation reviews are nmade available to the Drector, Conptroller
Dvision for preparation of budget and ceiling requests.

(13) Serve as OWVRB Admnistrator. Coordinate wth Chairnan
on the schedule of nmonthly neetings. Provide agenda and read ahead
brief to nmenbers of the Board of those actions needing to be presented
to the Board on a nonthly basis. Provide nanpower allocations to
Board as required in support of requested actions. Process actions
approved by the Board and notify requesting activities.
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d. CMRRB. Established by GG MXDC in accordance wth references
(a), (b), and (c) to inplement the CG’s policy by review of requested
modi fications to currently established policies and review of requests
for additional civilian personnel positions wthin MXCDC The
managenent of civilian positions shall be responsive to the needs,
policies, and goals of the Command. The Board is set up to review and
make reconmendations on position managenent as related to authorized
levels of resources for civilian positions. The OVRRB wll:

(1) Review and nake appropriate recomendations on behalf of
the OG regarding civilian personnel actions to establish new full-
tine permanent and tenporary hires, extensions  of appoi nt nent s,
monetary incentive awards, and any other actions that involve the
expenditure of nonetary  resources.

(2) Ad in the control of labor costs, ensure nandated
reductions are achieved, and work organization and staffing form a
sound and economcal organization for the nmost efficient
acconplishment of the assigned mssion.

(3) Preside over the position managenment and nmerit staffing
processes for all civilian personnel actions involving grade
escalation or requiring expenditure of additional nonetary resources.

(4) Review and approve nmonetary awards; i.e., Special Act in
excess of $100, Time-off in excess of 40 hrs, etc..

(5) Miintain a nmenbership conprised of representatives as
follows:

dS MB - Chairnman

WD - Voting Menber

TEQOM - \Voting Menber

Director, Conptroller - Voting Menber

ACS GI = \oting Menber

Manpower  Wilization Oficer, AJS GI - Admnistrator
Site Mnager, HROM - Advisor

Counsel - Advi sor

(6) Meet routinely on the 4th Thursday of each nonth or as
determined by the GG

e. Director, Conptroller Division

(1) Review all recruitment requests, requests to establish new
positions, tenporary hire requests, or changes to existing positions
and organizations wth regard to funding and effective wutilization of
financial resources.
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(2) Determne consistency of requests for additional ceilings
and funds wth approved budget estinmates and objectives; provide to

the Position Mnagement Oficer information concerning availability of
funds.

(3) Serve as a voting menber of the ORRB

(4) Provide the OWRB wth the status of current civilian
| abor  funding.

f. Ste Mnager, HROM Quantico Detachnent

(1) Advise the Position Mnagenent Cificer on inpact of
position structures relative to the ability to attract, retain, and
motivate conpetent enployees.

(2) Stay apprised of labor narket conditions in relation to
types of personnel available and recruitment possibilities at the
different salary levels to support the objective of effective and
econoni cal staffing of activities.

(3) ldentify positions in which high level duties or duties

involving scarce skills appear to be unnecessarily fragmented anong
several positions.

(4) Coordinate classification reviews wth the Manpower
Wilization Oficer's position  nanagenent review,

(5) Maintain and inform the Position Munagenent Cficer on
varying endeavors encountered in advertisement of positions. This
includes period of time between vacancy and actual recruitnent action,
problens based on expertise level and/or scarcity of series skill, or
managerment's intentions in filling or not filling a wvalid billet.

(6) Suggest alternative nethods of filling positions to
include Veterans' Readjustnent  Act, handicapped prograns, and setting
up career ladder positions to encourage growh in positions.

(7) Provide technical advice pertaining to the DON Merit
System Principles.

(8) Serve as an advisor to the OWRB.

Bonil T

DANEL P. OBREN
Chief of Staff

DI STRI BUTI ON: | NTERNET
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POSI TI ON  MANAGEMENT  REQUI REMENTS

1. One of the principal benefits to be derived from a formalized
position nanagenent system is the service it provides. The nanager
has always had to consider organizational structure; the nunber,
types, and grades or levels of positions required to acconplish the
mssion; the enployment market; the availability of hiring ceilings
and funds; and how to attract, retain, develop, and advance personnel.
The manager has generally been able to call upon a variety of staff
specialists to provide data and recomendations designed to assist in
maki ng managenent decisions. However, information is often furnished
from different sources and at different times, without full regard for
the interrelationships involved.

2. Position mnanagement provides a neans whereby all of the above
considerations nmay be brought together at one tine and in one place,

so that all nanagenent |levels may nake better decisions wth the |east
expenditure of tinme. The responsibilities for position nanagenent,
therefore, are assigned to activity heads, and as a staff function, to
specialists trained in position classification, manpower  utilization,
enpl oyment, and enployee developnent. To be fully effective, each
consideration nust be nutually (not successively) developed, none to
the exclusion of others. The basic requirenents and the assignnent of
responsibilities described below must be viewed wth this in nind.

3. Position management review is the analysis and evaluation of
positions wthin an organization wth reference to position nanagenent
standards and the subsequent placement of the positions into
categories, as discussed below The categorization of positions is
not to be confused wth determning the accuracy of position
classifications. The accuracy of position «classifications s
deternmined and corrected through the normal classification process.
The two types of position management reviews are cyclic reviews and

I ndi vidual reviews.

a. In both types of reviews, the following wll apply:
(1) Coverage. Al civilian positions and related mlitary
positions wIlT be reviewed against the position nanagenent standards

established by the SecNav and against established optimum position
structures.

ENCLCBURE (1)
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(2) Cat egori zati on. Each position wll be placed in one of
the following three categories:

(a) Category |. The position is soundly established in
fundi ng, workload, nmanpower econony, not i vati on, and  personnel

managenent and is critically needed.

(b) Category |Il. The position is acceptable as
established for continuation of incumbency only; or position is of a
tenporary nature and will be abolished at sone future date. For
example, interim position to provide for replacenent of an incunbent
who is or wll be on extended leave, wll be vacating the position, or
who is or wll be detailed to another position; or position is
involved in a transfer of functions and wll be subject to review and

rewite at the time transfer is effected.

(c¢) Category Ill. The wposition is not acceptable as
constituted under any  circunstances. I mredi ate corrective action nust
be taken.

(3) Procedures and Techni ques. Procedures and techniques for
conducting «cyclic or individual position nanagenent reviews are not
prescribed so long as all the basic requirenents herein are provided
for.

b. The following applies exclusively to «cyclic reviews:

(1) Conpletion. Cyclic reviews wll be conpleted on a two-
year basis by each Commander, Division Drector, Special Staff
CGficer, and OO  Results wll be forwarded to the GG MB (B 01) who
is responsible for reviewing and initiating corrective actions. The
ACS GI wll be responsible for publishing the time schedule for the
cyclic  reviews.

(2) Timng. Jdassification naintenance reviews and/or surveys
of graded and wungraded positions may be conducted simultaneously with,
and coordinated wth, the «cyclic position managenent review \When
applicable, position management cyclic reviews nmay also be conducted
in conjunction wth T/MR reviews.

(3) Optinum Position Structures. One of the results of
systematic position nanagenent reviews should be the development of an
optimum position structure for each segnent reviewed. The optinum

structure provides a goal toward which each activity wll progress,
and should be wused for planning purposes. Athough the goal nay never
be conpletely realized, it wll serve as a vyardstick by which line

managers can evaluate the need for or desirability of individual
position and staffing changes. timum structures should be updated
as mssion and/or functions change.

ENCLOSLRE (1)
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(4) Effecting Actions. \henever possible, recomended
inprovenents should be placed into effect immediately followng
conpletion of position nanagement reviews. There wll be tines when
this is not feasible (lack of approval by higher authority, of space,
fundi ng, etc.). In such cases, a followup procedure should be devised
to determne the nost advantageous tinme for initiating action, and for
ensuring that the actions are taken. In any event, every vacant
position and every proposed new position or change to an existing
position should be reviewed against the optimum structure to determne
whether the action should be taken.

c. Hgh Gade Actions. Requests for upgrading positions,
establishing new positions, or nodifying existing high grade
positions (GS-14/15) wll be submtted to the GG MB (B 01) wth full
justification as described in appendix B.

ENCLOBURE (1)
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REQUESTS FOR PERSONNEL ActioN ( RPA)

1. Wen a new civilian requirenent or vacancy occurs, line nanagers
and/or supervisors nmust determne the nost efficient approach to
affect their current mssion requirenents.

2. Wen a civilian vacancy occurs, the position/job description will
first be reviewed by line nmanagers and supervisors to determne
whether the duties nmay be reassigned and the position abolished
without seriously affecting the execution of essential functions.

3. If the position is determned to be absolutely essential, the
line manager or supervisor wll request recruitment via the activity
head. Activity Heads wll request recruitnments via the Mdern system

4. Activity Heads nust endorse each request via the Mdern system and
forward electronically to the Conmand Resource Manager, Code 00264 M1

for position management review. If, wupon conpletion of the review the
request is approved, it wll be endorsed to the Human Resources and
Organi zational Managenent Detachment for appropriate action. |If

di sapproved, it will be returned to the originator indicating
reason(s) for di sapproval .

5. If a RPA to fill a vacancy is not received by the Manpower
Wilization COficer wthin 45 days after the vacancy occurs, the
personnel ceiling of the wvacant position wll be wthdramsn from that

activity and reallocated to a nore critical area, unless prior
approval to delay recruitment is provided by the GG (B 01). In
addition, positions vacant for 90 days wll automatically be deleted
unless extenuating circunstances exist and/or justification for
absolute necessity of the billet can be provided.

6. Requests for wupgrading positions by the addition of new or

proposed duties not currently identified in the position/job

description of record and establishnent of new positions nust first be
submtted, in witing and wth full justification wusing the position
managenent checklist in appendix D to the GG (B 01).

7. The establishnent of or rewiting of existing positions to reflect
"alter-ego" civilian deputy ©positions is discouraged. A conprehensive
position management review will be conducted by the Position

Managenent Cfificer of any proposed "alter-ego" civilian deputy
posi tion.

Appendix A to
ENCLOBURE (1)
A- 1
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These co-equal positions shall be evaluated only after detailed
justification has been submtted to the Position Managenent Cficer.
Justification shall be in witing and address the questions outlined
in the Deputy/Assistant Head checklist, appendix C

8. Approval of the proposed requests for upgrades, establishing new
positions, wll be based on results of an extensive position manage-
ment review, taking into consideration such circunstances as new

m ssion requirenments, new and/or expanded functions, and/or major
changes in the organizational structure. The Position  Managenent
Gficer wll conduct reviews wth the aid of the Gvilian Manpower
Resource Review Board as described in paragraph 7d of this Oder.

9. Procedures for requesting personnel actions are identified by

reference (d). Personnel action requests wll be routed as described
in appendix A figure 1.

Appendix A to
ENCLCBURE (1)

A-2
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Process Diagram
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Appendix A Figure 1

ENCLOSLRE (1)
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HGH GRADE POSITION CHEGKLI ST
1. In requesting that a new high grade position be established or that a
redescribed position be classified at the GS-14/15 level, the followng

docunentation nmust be submtted to the Position Managenent Cificer (B 01).

a. Letter of Justification

(1) A request to establish a new high grade position or to
upgrade an established, vacant position nust be acconpanied by a letter
of justification from the cognizant activity head. Justification should
include identification of new mssions or functions assigned the
organi zation which support the establishment or redescription of subject
position; assurance that a review of other established positions wthin
the organization has been conducted and that the new duties and
responsibilities cannot be assigned thereto; identification of
conpensatory reduction and/or assurance of funding availability to cover
increased expenses; approval granted under POM initiatives to establish
subject position, if applicable; and any related information deemed

pertinent by the requestor.

(2) A request to upgrade an established, encunbered position
nmust be acconpanied by a letter from the cognizant activity head which
specifically identifies the additional duties and responsibilities
assigned, the circunstances precipitating their assignment, and how each
of the conditions governing accretion of duties pronotions are net.

Addi tionally, assurance that funding is available to cover increased
expenses and/or identification of a conpensatory reduction wll be
provi ded. Prior to submission of subject request, the cognizant
managenent official should <conduct a review of current, established
positions to ensure that no other positions exist to which the
additional duties could logically be assigned.

b. Position Managenent  Checklist or  Deputy/Assistant Head  Checkl i st

(if applicable).

c. An original Qptional Form 08, signed by the super_vi sor and. a copy
of the draft position description. A copy of the position description
being cancelled, if applicable. (See MXDOO 12500.1.)

Appendix B to
ENCLOSURE (1)

B- |
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d. Mssion and Responsibilities Statenent. Each request nmust be
acconpanied by the mssion and responsibilities statement for the
organization in which the position is |ocated.

e. Qganization Wring Dagram A chart or other graphic depiction
indicating organizational structure and lines of authority nmust be
included wth each proposed high grade request.

f. T/O. (ne copy of the current, accurate, and approved T/O
identifying the affected position and associated organizational structure
and composition nust acconmpany each high grade classification request.
Information contained in the T/O nust be consistent wth that of the
or gani zat i onal chart and position description. Any discrepancies
identified with respect to the T/O or position description nmust be
resolved prior to submssion of a proposed classification action. Per
MBO 5310.1A, requests for changes to T/O are to be submtted to the ACS
GIl, for approval prior to inplementation of any changes in
or gani zat i onal structure or conposi tion. Supplemental and tenporary
positions are not to be included in supervisory position descriptions.

g. Position  Managenent Review To be conducted by the Position
Managenent COficer, ACS GI, 1in conjunction wth the supervisor of the
proposed position after submssion of the proposed action.

h. Staffing and dassification Review Reports to include desk audit
and evaluation statement. These reports are provided by the Head,
Staffing and Qassification Section, Qdvilian Human Resources Office-
Quantico Detachnent.

Appendix B to
ENCLOSURE (1)

B-2
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DEPUTY/ ASSI STANT HEAD CHECKLI ST

The establishment of or rewiting of existing positions to reflect "alter-
ego" civilian deputy positions 1is discouraged. A conprehensive position
managenent review wll be conducted by the Position Mnagement Cficer of
any proposed "alter-ego" Ccivilian deputy posi ti on.

1. Wat is the specific nature of the authority shared (signatory,
admnistrative, technical, etc.)?

2. Hw is this authority shared or delegated when the activity head is
there? (Certain items the activity head works on--certain itens the
assistant works on, reviews, supervises, etc.)

3. Wat linitations, if any, have been placed on the assistant's
aut hority?

4, What governs whether or not the assistant refers a matter to the head
for resolution or decision?

5. Wit percentage of time does the assistant devote to running the
organi zation when the head is there as conpared against the percentage of
time the head devotes to running it?

6. What percentage of tine does the assistant devote to acting as head in
the head s absence?

7. Wat are reasons for the head's absence--TAD, |eave, neetings,
conferences, policy boards?

8. Does the assistant serve interchangeably wth the head on policy
boar ds?

9. Are decisions made by the assistant put into effect wthout review by
the head?

10. Wiat is the division of work relative to work planning, establishing
goal s, etc.?

11. Does the head review work already reviewed by the assistant?

Appendix C to
ENCLOSURE (1)

C-
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POSI TI ON  MANAGEMENT  CHECKLI ST

TO ACCOWANY AL REQEST TO RECRUT, REDESCRBE, UPGRADE, (R ESTABLISH
NEW POSITIONS WTH ELECTRONC PERSONNEL  ACTION  ( MODERN) . (PLEASE  ANSWER
QUESTIONS  OOWPLETELY, ADDITIONAL PAGES MY BE ADDED AS NEEDED.)

1. Activity (Dv, Br, Sect, etc.)

T/O and Line No.

Qurrent Position Title Series and Q@ ade

Pr oposed Position Title (Redes/ Upgr ade/ New) ’ Series and Gade

2. |Is this a nanagerial position? Yes No
3. Is this position critical to the assigned mssion of the
organi zation? Yes No

4, Are the presently described duties of the position conpatible wth
the assigned mssion of the organization? Yes No

5. Are there other positions wthin the specific work area that are
performng simlar type work? Yes No

6. Can these duties be reallocated to other civilian or mnilitary
personnel ? Yes No If not, provide bri ef justification.

7. Was the position listed as current on the last performance appraisal
revi ew? Yes No

8. Is the position being recruited for at the lowest entry level?
Yes No [f not, provide brief justification.

9. If this request is to redescribe, reclassify, wupgrade, or establish a
new position; conplete the follow ng. If NA go to item 10.

a. What responsibilities or duties haved changed that warrants this
request ?

b. What changes in policy, program or operations required change in
the duties and responsibilities of this position?

c. Wo tasked or where did the additional duties originate?
d. What other options were considered?

e. ldentify vacant  billets that could be dowgraded to offset this
new position/upgrade: T/0 and |ine nunber

Position Title Series and Qade
10.  Have funds been authorized by your resource nanager? Yes No
Appendix D to

ENCLCBURE (1)
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